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RECORDS RETENTION AND DISPOSAL SCHEDULE 

P A C E 

N O . 1 

Howard County 
Department of Public Works Bureau of Highways 

Item 
No. Description Retention 

1 . 

2. 

General Road Correspondence 

Road Work Orders/History 

U t i l i t y Permits 

Special Projects ( i . e . Pr ivate roads , 
storm d ra in s , e t c . ) 

Retain ac t ive for three 
(3) yea r s , then destroy 

Retain ac t ive for four 
(4) years , then micro
film and destroy o r ig ina l s 

Retain act ive for four 
(4) years , then micro
film and destroy o r ig ina l s 

Retain ac t ive for four 
(4) years , then micro
film and destroy o r ig ina l s 
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